Regqistration for the Online License Renewal Training (FY22 Liquor License)

Requirements for the Virtual Server Training:
e Desktop computer or laptop
e Internet access
e Email address

Instructions:
1. Go to our web page (http://www.honolulu.gov/lig).
2. Click on the “Event Calendar” tab.
3. Click on the date you want to attend.
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4. Once you select a date, the Event Details will appear.



http://www.honolulu.gov/liq

5. Review the information, then click on the ZOOM Link.

*

Online License Renewal Training

Tuesday, April 27, 2021, 10:00am - 11:30am

Event Detail:

LCIS License Renewal Training Session
Pre-registration is required to attend this online training session. If you

have any questions or want to schedule an equipment (audio/video) check
before the session, contact our technical support at doh@honolulu.gov.

Virtual Training Information/Guides

Requirements:

. Computer or laptop with internet Access
. Personal email addresss

Sample Zoom Link

Registration Instructions:
1. Click on the Zoom Link to register e training session:
https://zoom.us/j/98336847087

2. Once approved, you will receive a confirmation email from LIQ WebHost
with a link to join the session.

For more information about this training session, contact Licensing
Support, HLC@honolulu.gov

6. Fill out the ZOOM Registration Form.

Meeting Registration

Topic Online License Renewal Training - 04/27/2021

Description Online Training - How to Renew your Liguor License using LCIS

Time Apr 27, 2021 10:00 AM in Hawaii
First Name* Last Name
Email Address* Confirm Email Address*
Address* City*
Zip/Postal Code* State/Province*
Chaose One... -
Phone* Organization®

* Required information




7. Use the guide below to enter the proper data in the Registration Form.

Registration Field What to enter

First name IMPORTANT: Enter your “First Name”

Last name IMPORTANT: Enter your “Last Name”

Email address IMPORTANT: Enter your email address. (Your
registration confirmation is sent to this email
address.)

Confirm Email Address Enter your email address again.

Address Enter your address.

Zip/postal code Enter the Zip Code

State/province Enter the State

Phone number Enter your phone number (with area code)

Organization Name of liquor licensed premises. (To geta (If

observing class, type in “Observer”.

8. Once you complete the Registration Form, click the “Register” button at
the bottom right of your screen.

9. Shortly after registering, you will receive an email confirmation from
“LIQ WebHost" containing a unique link.

Mon 3/29/2021 426 PM
LIQ WebHost <no-reply@zoom.us>
Y

Online License Renewal Training - 04/27/2021 Confirmation
To liginfo

o If there are problems with how this message is displayed, click here to view it in a web browser.
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|CAUT\ON: Email received froman EXTERNAL sender.  Please confirm the content is safe prior to opening attachments or links.

Hi Attendee Licensee,
Thank you for registering for "Online License Renewal Training - 04/27/2021".

If you are new to Zoom and want to practice “connecting” with us, please email our Web Host (doh@honolulu.gov) to schedule an appointment at least 24-hours prior to your training date.

Reminders:

1. To preserve internet bandwidth, please remain muted and “stop video”. I'Ink to JO I N session

2. If you have any questions, use the Zoom “Chat’ feature to chat with the Host.

Please submit any questions to: HLC@honolulu gov

Date Time: Apr 27, 2021 10:00 AWM Hawaii

Join from PC, Mac, Linux, iOS or Android§Click Here fo Join

Note: This link should not be shared with OTe o, OTTgUe to you.
Add to Calendar Add to Google Calendar Add to Yahoo Calendar




Joining Meeting

1. After selecting to join meeting, click on “Open Zoom Meetings” in the windows
dialogue box.

Open Zoom Meetings?

https://zoom.us wants to open this application

[0 Always allow zoom.us to open links of this type in the associated app

Open Zoom Meetings ‘

If first time accessing Zoom, a temporary application will be downloaded to your
computer (bottom right). Click on the temporary application to activate Zoom.

& 7oom cm_ds_mok..exe A

2. Zoom will populate and you will be placed in the waiting room, for the host to
admit you to the meeting.

2 Zoom Meeting —

Please wait, the meeting host will let you in soon.

LIQ Test

| Test Computer Audio




While waiting for the meeting to start, the Zoom Host may send a message to all
in the waiting room.

Desktop/Laptop Computer screen view (Waiting Room)

) Zoom Meeting - o x

Meeting Messages

Frem Hest to Everyone (in Waiting Roem)

Meeting will begin shortly, Please remember to
remain muted and stop your video until your
agenda item is called.

Please wait, the meeting host will let you in soon.

LIQ Test

Test Computer Audio

Mobile Device view (Waiting Room)

chat

Meeting will begin shortly, Please remember to
ed and stop your videa untl your

Please wait, the meeting host will let you in soon SRR
agenda tem is called.

LIQ Test

3. Once admitted, you will be taken to the live meeting. Please remain muted and
hide your camera. Your microphone and video icon (bottom of screen) should
have a red slash, indicating microphone is muted and camera is hidden.

Upon entry to live meeting:

Zoom defaults to using “Computer Audio”.



Troubleshooting:

Unable to
locate the
Registration
link

Click on the Zoom registration link found in the Liquor
Commission’s Event Calendar:

http://www.honolulu.gov/lig/event-
calendar/month.calendar/

Registered
but can’t
find the link
to join the
training
session

Once you register for the Online License Renewal Training, a
confirmation email is sent from “LIQ WebHost”. Look for that
email.
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[caUTION: emeil received from an EXTERNAL sender. _Please confirm the content is safe prior to opening attachments o links.

Hi Attendee Licensee,
Thank you for registering for *Online License Renewal Training - 04/27/2021".

If you are new to Zoom and want to practice “connecting” with us, please email our Web Host gov) to schedule an

at least 24-hours prior to your training date

Reminders:

1. To preserve intemet bandwidt, please remain muted and “stop video™
2. If you have any questions, use the Zoom “Chat’ feature to chat with the Host

Please submit any questions to: HLG@nhonolulu goy
Date Time: Apr 27, 2021 10:00 AM Hawaii
Join from PC, Mac, Linux, I0S or Android: Click Here to Join

Note: This link should not be shared with others; it is unique to you.
Add to Calendar Add fo Google Calendar Add fo Yahoo Calendar

If you are unable to find the email, contact Licensing Support
(HLC@honolulu.gov) to resend the session link to you.

Using
Mobile
device

Go to mobile device store (i.e., Apple App Store, Google Play
Store, etc.) and download Zoom app.

After installing Zoom app, click on Zoom and enter meeting ID
(found on the event calendar), then select “Join”. Enter your
name and email address and click “Ok” If you have not pre-
registered, you will need to register.

Join meeting.

Note: Meeting control buttons are on the top of the screen for
mobile tablets.



http://www.honolulu.gov/liq/event-calendar/month.calendar/2021
http://www.honolulu.gov/liq/event-calendar/month.calendar/2021
mailto:HLC@honolulu.gov
mailto:HLC@honolulu.gov

No If you have no computer audio, switch to phone audio.
Computer
Audio 1. Click on the arror next to the microphone icon and select
“Switch to Phone Audio...”

Select a Microphone

Live camera audic)

Select a Speaker

High Definition Audio Device)

Switch to Phone Audi

Leave Computer Audic

Audio Settings...

2. Select a phone number, dial the phone number, enter the
meeting ID, and participant number. You will be
connected by phone.

Contacting the Host.

Prior to the start of the Online License Renewal Training session, the Zoom Host
may be contacted by email: HLC@honolulu.gov or by phone: 808-768-7323.

th

During the meeting, if you need to chat with the Zoom Host, click on the “chat
button at the bottom of your screen.

The Zoom Host may send chat messages to participants. Please be aware of
messages in your chat box.

Security
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